
 

 

                              
 

Job Description  

  

Job Title: Thurrock Foodbank Operations Manager 

Location/Based: TCF Admin, 2 - 4 Chase Road, Corringham. SS17 7QH 

Employed By: Thurrock Christian Fellowship 

Hours Of Work: Total of 20 hours. per week – fixed over 2 full days per week plus flexible 
working at other times according to the demands of the Foodbank. 

Salary: £12000 to £13000 per annum depending on skills and experience paid 

directly by BACS on 25th of each month      

Holiday: 5.6 weeks per annum inclusive of Bank Holidays. Pro rata for part time 
employees. 

Reports To: Thurrock Foodbank Governance Team & Thurrock Christian Fellowship 
Leadership and Trustees. 

Staff Responsibility: Responsible for all staff and volunteers working within Thurrock 
Foodbank warehouse and distribution centres.  

General Overview of the 
position: 

To oversee the delivery of all Thurrock Foodbank’s operations ensuring 
that they are consistent with the Trussell Trust guidelines. 

Main duties and 
responsibilities: 
 
 
 
 

 

 

 
To include: 
 

 Leading the Thurrock Foodbank Project Team ensuring its 

effectiveness in the different areas of project responsibility. 

 Reporting to and attendance at Governance Team meetings as 

required and participating in strategic decisions. 

 Managing the volunteers of all parts of the Foodbank, ensuring their 

worth and value is constantly recognised and they are suitably given 
up to date training and support to fulfill their duties.  

Key Outputs: 
 

 To ensure sufficient volunteers are recruited for all areas of service of 

Thurrock Foodbank including the recruitment of individuals to 
positions within the distribution centres, the warehouse, the Project 
Team and drivers for the Foodbank van.  

 Working with the Warehouse Manager to ensure the day to day 

running happens smoothly:- e.g. effective stock rotation, waste 
reduction, monitoring stock requirements, and stock issue to 
distribution centre, conducting the annual audit and updating the 
data collection system. 

 To ensure that the initial and ongoing training takes place with all 

staff to secure best practice and comply with necessary safety and 
safeguarding regulations and policies and to record the evidence of 
such training. 

 To work closely with voucher givers, maintaining relationships and 

building on existing ones. Ensuring the voucher-giving system is 
monitored well and not subject to abuse. 

 Produce and circulate reports and prayer requests regularly to keep 
the Foodbank Governance Team, TCF Leaders and Trustees and all 

supporters up to date with the progress of the Foodbank. 

 Ensure supermarket and other food collections are booked well in 
advance and organised effectively. 



 Maintain a sufficient level of stock to support the current demand and 

future growth of the Foodbank. Be able to manage high and low level 
fluctuations of food donations. 

 Work closely with TCF Admin staff with regard to the Foodbank’s 

budget, income and projected expenditure to ensure that it operates 
within established financial controls. 

 Is able to identify and secure sources of funding from Thurrock 

business supporters and also from grant funders. Also uses initiative 
to promote the work of Thurrock Foodbank at opportunities that arise 
in the Thurrock community calendar. 

 Represents Thurrock Foodbank in the local area at talks and 

presentations at businesses, Churches and schools etc. and at the 
wider Trussell Trust network events. 

 Visit distribution centres on a regular basis and encourage staff to 
pray for clients and signpost them to other support agencies in line 

with the Trussell Trust “More Than Food” approach. To also be 
personally available to pray for and signpost clients as and when the 
need arises and presents itself. 

 

Key Contacts: Trussell Trust Regional Manager 

Thurrock Christian Fellowship Administration Manager 

  

 
  



 
 

 
 

 
 

Person Specification 

Job Title Thurrock Foodbank Operations Manager 

Date Created Vacancy in existing post 

  

 Essential Desirable 

Experience:  

 Be a committed Christian and 

fully support the Christian ethos 
of Thurrock Foodbank 

 Has worked within similar social 
or charity projects which 

involves poor and needy clients. 

 Has managed and provided 
support for volunteers. 

 

 

 
 Is able to support, value and 

get the best out of volunteers 
and staff. 

Skills/Knowledge:  
 Has good interpersonal skills and 

is able to relate in formal and 
informal contexts. 

 MS Word skills  
 Public speaking and engagement 

skills 
 Strategic and forward thinking in 

the administration of stock levels 
 Able to take responsibility for 

compliance with all regulations 

and policies relating to Health 
and Safety, safeguarding. 
Trading Standards, 
Environmental Regulations and 

the umbrella policies of TCF. 
 
 

 

 
 MS Excel and PowerPoint skills 
 Basic website IT skills. 
 Basic understanding of 

budgeting. 
 Is able to identify training 

needs, deliver them and 
develop the skills of others. 

 Communicates well orally and in 
writing and is comfortable with 
using social media and the 

internet. 
 
 

Aptitudes/Attributes  
 Passionate about helping poor 

and needy people in all aspects 
as well as in food poverty or 

crisis. 
 Able to manage time and work 

under pressure to tight deadlines 
 Able to manage the demands of 

numerous tasks  
 Able to work on own initiative 

and within a team environment  

 Self-motivator and able to 

motivate others 
 Diplomatic and corporate when 

faced with issues. 
 Has a “Roll up sleeves” and “Get 

things done” attitude getting 
involved directly in the workload 

when the need arises. 
 

 
 Understand the heart and vision 

of the Trussell Trust as a whole. 
 



Other Job Requirements:  

 Willing to undertake further 
training to fulfill the 
requirements of the role 

 Willing to work additional hours 
to meet the demands of the role 

 May be required to travel on 

company business ad-hoc basis 
 Has own car and a driver’s 

license with no more than 6 
points and is valid for use within 
the UK 

 Willing to undergo a DBS check 
 Applicant must be eligible to 

work in the UK 
 

 

 Lives within the geographical 
area of Thurrock. 

 
 

  

 


